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Wcrk'wgcm Payroll

Made by:- Vipul Agrawal







It is used to set up pay structure, payroll
processing and accounting, printing pay slip,
Maintaining attendance overtime registers, ELc.

Payroll is the sum of all financial records of

salaries for an employee, bonus, wages cl,
deductions.







Gateway of Tally

Company Alteration
Name

Mailing Name
Address

Statutory compliance for
State

PIM Code

Telephone Mo.

Mabile No.

E-Mail

Enable Auto Backup

. Skylinepvt.Ltd

Mailing & Contact Details

: Viipul&KabirAg.
- Deeg Gate , Mathura

- India

- Uttar Pradesh
- 281001

- 9834920893

vipul8kabir@gmail.com

Auto Backup Details

- No

Press (Alt+F3)

Currency Symbol
Maintain

Financial Year from
Books beginning from

Use Security Control

Company Details

o 4

- Accounts with Inventory
© 142015

© 142015

Security Control

? No

(Enable Secunty to avail Tally. NET Features)

Base Currency Information

Base Currency Symbol 4 Show Amounts in Millions

Formal Mame - INR Put a SPACE between Amount and Symja
MNumber of Decimal Places -2 Decimal Places for Printing Amounts in ¥4 ’
Is Symbol SUFFIXED to Amounts ? No Accept 7

Symbal for Decimal Partion : paise Yes or No




Gateway Of Tally
I

Press F11

I Accounting Features
Gateway of Tally ...
Company Features

Company: Skylinepvl.Ltd

General Invoicing

Integrate Accounts and Inventory 'K Alow Invoicing
? No Enter Purchases in Invoice Format

Income/Expense Statement instead of P & L
? No Use Debit/Credit Motes
Use Invoice mode for Credit Notes
Use Invoice mode for Debit Notes

Allow Multi-Currency

Accnu "tl"g Featu res Qutstandings Management
Maintain Bill-wise Details Budgets & Scenaric Management
for Non-Trading A/cs als
(for Non-Trading Afcs also) Maintain Budgets and Controls

Inventory Features

Activate Interest Calculation

(use advanced parameters) Use Reversing Journals & Optional Vouchers

Statutory & Taxation

Other Features

Cost/Profit Centres Management
o Enable Cheque Printing
Maintain Payroll ? N g
o © {Use Banking Configuration in Bank Ledger

Maintain Cost Centres _ ? No Master for Cheque Printing Configuration)
Use Cost Centre for Job Costing ? No

More than ONE Payroll / Cost Category ? No
Use Pre-defined Cost Centre Allacations dunng Entry 7 No Maintain Multiple Mailing Details for Company & Ledgers 7 No
Show Opening Balance for Revenue Items in Reports ? No Set/Alter Company Mailing Details ? No

Allow Zero valued entries ? No

Add-On Features

Enable Company Logo ? No

Quit

F2: Inventory F3: Statutory F6: Add-Ons




Maintain payroll — yes
More Than one payroll — yes

Company: Skylineepvt.Ltd

Accounting Features

General Invoicing
Integrate Accounts and Inventory Allow Invoicing

Income/Expense Statement instead of P & L . Enter Purchases in Invoice Format
i-C Use Debit/Credit Motes
Allow Multi-Currenc - .
' ¥ Use Invoice mode for Credit Motes

Outstandings Management Use Invoice mode for Debit Motes

Maintain Bill-wise Details

Budgets & Scenario Management
(for Non-Trading Afcs alsa)

Maintain Budgets and Controls
Activate Interest Calculation . o .
(use advanced parameters) Use Reversing Journals & Optional Vouchers

Cost/Profit Centres Management Other Features

o Enable Cheque Printing
IMaintain Payroll 7Y g
aintain Fayro i (Use Banking Confiquration in Bank [edger

Maintain Cost Centres ? No Master for Cheque Printing Configuration)

Use Cost Centre for Job Costing ? No i
Mare than ONE Payroll / Cost Category ? Yes Allow Zero valued entries ;
Use Pre-defined Cost Centre Allacations during Entry ? No Maintain Multiple Mailing Details for Company & Ledgers
Show Opening Balance for Revenue ltems in Reports 7 No Set/Alter Company Mailing Details

Enable Company Logo

Accept ?

F2: Inventory F3: Statutory F6: Add-Ons Yes or No




Gateway of Tally

MNasters

Accounts Info.
PayrolLl Info.
Inventorny Info.
QuicK Setup

Transactions

Accounting Vouchers
InvenTory Vouchers
PaYroll Vouchers

Utilities

ImpOrt of Data
BaMking

Reports

Balance Sheet
Profit & Loss Afc
Stock Summary
Ratio Analysis

Display
Quit

Gateway of Tally ...
Payroll Info.

Employee Categories
Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Quit




Gateway of Tally ...
Payroll Info.

Employee Categories
Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Gateway of Tally ....
Fayroll Info. ...
Employee Groups

Single Group

Create
Display
Alter

Multiple Groups

CReate
Display
AlTer

Quit




Create Employee Groups

Employee Group Display
Category - Primary Cost Category

MName - Finance

Follow same for other Employee Groups
Finance

Human Resources (HR)

Production

Sales

Technical Support

Bl D —



Gateway of Tally ...
Payroll Info.

Employee Categories
Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Quit

Gateway of Tally ....
Payroll Info.
Employees

Single Employee

Create
Display
Alter

Multiple Employees

CReate
Display
AlTer

Quit




Create Empoyees Detalls

Employee Display

Category

MName

Display Name in Reports

Under

Date of Joining

- Primary Cost Category

. Astha Bhargava

- Astha Bhargava

. Technical Support

(£ Primary)
> Apri2N5

Date of Resignation / Retirement -

General Info

Employee Number -
Designation :
Function :
Location
Gender
Date of Birth
Blood Group
Father / Mother Name :
Spouse Name
Address

Contact Mumbers
E-Mail ID

TEC 101
Manager

Female
- 1/Feb/1990
- A1 Positive

Mr. Yogesh Bhargava

Flat Ho.120, Silicon Valley,
Moida, Uttarpradesh

- 8920289338
- asthal01cool@gmail.com

Payment Details

Bank MName - HDFC

Branch - Hunda City
Bank Afc Mumber  : 39089724803
IFS Code - HDFCO0000359
MICR Code Number :

Statutory Details
Income Tax Humber (FAN): BRODASG56U

PF Account Number : DLM2345/7654321
ES| Number - 1245324214142

Follow same for other
Employees details
Astha Bhargava
Oscar Mittal

Jai Arora

Megha Agrawal
Rohan Kapoor
Nikita Maheshwari
Rohit Sinha

Ritesh Ahuja

B Ol O D —



Gateway of Tally ....
Payroll Info.

Employee Categories
Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Quit

Gateway of Tally ....
Payroll info.

Units (Work)

Create
Display

Alter

Quit




Create Simple & Compound

Units

Unit Display

Type - Simple
Symbol - days

Formal Name:

Number of Decimal Places - 0

Unit Display

Type . Compound

Units with Multiplier Factors
(example: Kgs of 1000 gms)

First Unit Conversion Second Unit

hrs of 60 min

Follow same for other simple units

1. Days
2. Month
3. Hours
4. minutes

Follow same for other compound units
1. Hours of 60 minutes
2. Month of 30 days



Gateway of Tally ....
Payroll Info.

Employee Categories
Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Quit

Gateway of Tally ....
Payroll info.

Attendance/Production Types

Create
Display

Alter

Quit




Attendance/Production
Types Creation

Attendancef Production Type Display

Under -4 Primary

Attendance Type . Attendance / Leave with Pay
Period Type . Days

- Attendancefpruduc-l:iun Type Display

- Overtime

Under -4 Primary

Attendance Type ° Production

Linit > hrs of 60 min



Gateway of Tally ...
Pavroll Info.

Employee Categories
Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Quit

Gateway of Tally ...
Payroll Info.

Pay Heads

Create
Display

Alter

Quit




Basic Salary

[ Pay Head Display

. Basic Salary

Skylinepwt. Ltd

Total Op. Bal.

Pay Head Info

Pay Head Type
Linder

Affect Met Salarny

Mame to appear in Payslip
Use for Gratuity
Calculation Type

Attendance !/ Leave with Pay

Calculation Period
Per Day Calculation Basis

: Earnings for Employees
. Indirect Expenses

7 Yes

. Basic Salary

7 No

- On Attendance
. Present

. Months
: As per Calendar Period

Rounding Info

Rounding Method - 4 Not Applicable




House Rent Allowance (HRA)

[ Pay Head Display Sk\(linei:rvt.Ltd
: House Rent Allowance Total Op. Bal.

Pay Head Info

Pay Head Type : Earnings for Employees
Under . Indirect Expenses

Affect Met Salany ? Yes

Mame to appear in Payslip - House Rent Allowance
Use for Gratuity 7 No

Calculation Type - Flat Rate

Calculation Period - Months

Rounding Info

Rounding Method - - MNot Applicable

Opening Balance (on 1/Aprf2015) :




Provident Fund (PF

[ Pay Head Display

Skylinepwt.Ltd
. Provident Fund

Total Op. Bal.

Pay Head Info

Pay Head Type : Employees’ Statutory Deductions Compute
Under : Current Liabilities

Computation Info

: On Specified Formula
Specified Formula - Basic Salary

Effective From Amount Slab Type |Value Basis
Affect Met Salary ? Yes

From Amount Upto
1/Aprf2015
10,000.00| Percentage

Calculation Type - As Computed Value

10, 000 0Dy 20,000.00( Percentage
Calculation Period - Months 20,000.00 Percentage

Mame to appear in Payslip : Provident Fund

Rounding Info

Rounding Method - -2 Not Applicable

Opening Balance (on 1/Aprf2013) :




Travelling Allowance (TA)

[ Pay Head Display . . . i Skflinei:rvl:.Ltd
: Travelling Allowance Total Op. Bal.

Pay Head Info

Pay Head Type : Earnings for Employees
Under . Indirect Expenses

Affect Met Salary 7 Yes

Mame to appear in Payslip : Travelling Allowance
Use for Gratuity 7 No
Calculation Type . As User Defined Value




Gateway of Tally ...
Payroll Info.

Employee Categories
Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Quit

Gateway of Tally ...
Payroll Info. ...
Salary Details




Salary Details Creation
(Departments)

Skylinapvt,Ltd ctrl+M B

Salary Details Display

Name . Finance

Under -4 Primary

Salary Details

I
Pay Head ““ Pay Head Type Calculation Type Computed On
From

1/Apr/2015

Basic Salary 40,000.00( Months | Earnings for Employees On Attendance

House Rent Allowance 10,000.00| Months | Earnings for Employees Flat Rate

Provident Fund Employees’ Statutory Deductions As Computed Value Basic Salary
Travelling Allowance Earnings for Employees As User Defined Value

Follow same for other departments
Sales

Production

Human Resources

Technical Support

>



Salary Details Creation
(Employees)

Copy from PARENT Company

Salary Details Display

Skylinepvt.Ltd ctrl+M

Mame - Rohit Sinha (FIN 101)

Under : Finance
{* Primary)

Salary Details

I
Pay Head ““ Pay Head Type Calculation Type Computed On
From

1Apr2015

Basic Salary .000. Earnings for Employees On Attendance

House Rent Allowance ,000. Earnings for Employees Flat Rate

Provident Fund Employees’ Statutory Deductions As Computed Value Basic Salary
Travelling Allowance Earnings for Employees As User Defined Value

Follow same for other employees
Rohan Kapoor

Oscar Mittal

Megha Agrawal

Ritesh Ahuja &......

N



Gateway of Tally

Masters

Accounts Info.
PayroLl Info.
Inventory Info.
QuicK Setup

Transactions

Accounting Vouchers
InvenTory Vouchers
PaYroll Vouchers

Utilities
ImpOrt of Data
BaNking

Reports

Balance Sheet
Profit & Loss Alc
Stock Summary
Ratio Analysis

Display

Quit

[E] Taly 2809 . e
Buttons

K: Keyboard : Control Centre | H: Support Centre | H: Help Accounts

Skylinepyt.Ltd Col+n B Inventory Buttons
List of Ledger Accounts ’7
Date

|
Cash
F Company
| Patewas 0000000000000
’7
5 Atendace |
’7
’7
’7
’7
’7
’7
’7
’7
’7
’7
’7
[5: As Voucher |
[ Payol AdtoFil|
’7
Narration: ’W
’7
’7

Confiqure
1




Press (CTRL+FS) for
Attendance YVoucher

Attendance Voucher Creation Skylinepvt.Ltd Ctl+M [
List of Employees

Astha Bhargava TEC101  Technical Support ~ Primary Cost Catego

, Jai Arora SAL102 Sdles  Prmary Cost Catego
Employee Name Employee Number Attendance/Production Type Megha Agrana B0 110 Bodiclin Primag Gostﬂategog

Nikita Maheshuwar SAL 101 Sales  Prmary Cost Category

Attendance

Ostar Mital HUM101  Human Resources ~ Primary Cost Category
Ritesh Ahuja PRO 101 Production ~ Prmary Cost Cateqory
Rohan Kapoor PRO 103 Production ~ Prmary Cost Cateqory
Rohit Sinha FIN 101 Finance  Prmary Cost Category




Select Employee Present/
Qvertime

Attendance Voucher Creation Skylinapvt.Lid

Attendance

Employee Name Employee Number Attendance/Production Type Value

Astha Bhargava TEC101 Present Cur Bal: 26 Days
Astha Bhargava TEC10 Overtime Cur Bal: 10 Hrs
Jai Arora SAL102 Present Cur Bal: 25 Days
Jai Arora SAL102 Overtime Cur Bal: 6- 0 Hrs
Megha Agrawal PRO 102 Present Cur Bal: 24 Days
Nikita Maheshwari SAL 101 Present Cur Bal: 27 Days
Nikita Maheshwari SAL 10 Overtime Cur Bal: 3- 0 Hrs
HUM 101 Present Cur Bal: 26 Days
HUM 101 Overtime Cur Bal:
Ritesh Ahuja PRO 101 Present Cur Bal: 24 Days
Rohan Kapoor PRO 103 Present Cur Bal: 26 Days
Rohit Sinha FIN 101 Present Cur Bal: 28 Days




Press (cirl+F4) for Payroll
Voucher

.
Press (Alt+A) for Auto-fill

4

Payroll Auto Fill

Process for - Salary
From (blank for beginning) - 1/4/2015
To (blank for end) - 1572015

Employee Category :

Employee/Group -4 All Items
Fayroll Ledger -




Payroll Voucher

Payroll Voucher Alteration [Secondary) Skylinepvt.Ltd

Payroll Auto Fill - (Salary)

Account . Cash
Cur Bal: 3,01,723.33 Dr
Particulars

Primary Cost Category 3,01,723.33Dr

Astha Bhargava 38,573.33 Dr
Basic Salary 21,133.33 Dr CurBal:  27,733.33 Dr
House Rent Allowance 15,000.00 Dr CurBal:  15,000.00 Dr
Provident Fund 4,160.00 Cr Cur Bal: 4,160.00 Cr

Jai Arora 37,250.00 Dr
Basic Salary 25,000.00 Dr CurBal:  25,000.00 Dr
House Rent Allowance 16,000.00 Dr Cur Bal: 16,000.00 Dr
Provident Fund 3,750.00 Cr Cur Bal: 3,750.00 Cr

Megha Agrawal 32,000.00 Dr
Basic Salary 20,000.00 Dr CurBal:  20,000.00 Dr
House Rent Allowance 14,000.00 Dr CurBal:  14,000.00 Dr
Provident Fund 2,000.00 Cr Cur Bal: 2,000.00 Cr

Nikita Maheshwari 38,950.00 Dr
Basic Salary 27,000.00 Dr CurBal:  27,000.00 Dr
House Rent Allowance 16,000.00 Dr CurBal:  16,000.00 Dr
Provident Fund 4,050.00 Cr Cur Bal: 4,050.00 Cr

Oscar Mittal 38,800.00 Dr
Basic Salary 28,000.00 Dr CurBal:  28,000.00 Dr

14 more ... |

Narration: 3,01,723.33 Cr
Pay Period : 1-Apr-2015 to 1-May-2015




Gateway of Tally

MNasters

Accounts Info.
PayroLl Info.
Inventory Info.
QuicK Setup

Transactions

Accounting Vouchers
InvenTory Vouchers
PaYroll Vouchers

Utilties

ImpOrt of Data
BaMking

Reports

Balance Sheet
Profit & Loss Alc
Stock Summary
Ratio Analysis

Display
Quit

Gafeway of Tally ...

Display Menu

Trial Balance
Day Book

Account Books
Statements of Accounts

Inventory Books
StatEments of Inventory

StatUtory Info.

Cash/Funds Flow
Receipts and Payments
Payroll Reports

List of Accounts
EXception Reports

Cuit

Gateway of Tally ...
Display Menu ...
Payroll Reports

Statements of Payroll

Attendance Sheet
ATtendance Register

Gratuity

Quit

Gateway of Tally ...

ay Menu ...
Payroll Reports ...
Statements of Payroll

Pay Sheet

PaYroll Statement
PayMent Advice

PayRoll Register

Employee ProFile

Employee Head Count

Employee Pay Head Breakup
Pay Head EmpLoyee Breakup

Quit



Single Pay Slip

Pay Slip Skylinepvt.Ltd ctel+M B

Pay Slip for May-2015
Astha Bhargava
Employee Number - TECA0 Income Tax Number (PAN) - BRODAA656U

Function : PF Account Number - DLz
Gateway of Tally .... Designation - Manager ESI Number - 14534214142

Disolav Menu Location :
spiay Bank Details - 39089724803, HDFC, Hunda City

Payroll Reports ... Date of Joinng 1A 205

Eamings Amount Gross Salary | Deductions Amount Gross Salary

Pay Slip

2773333 SEANIPR Provident Fund 4.160.00 4.800.00
House Rent Allowance 15,000.00

Single Pay Slip
Multi Pay Slip

E-Mail IDs

Quit

Total Deductions 4,160.00
Net Amount $38,573.33




Multl Pay Slip

MultiPaySip ' ' ' e — ' ' ‘ ' ttri+h [

For All Employees 1-May-2015 to 31-May-2015
Particulars Employee Number | Account No. Bank Name Branch Amount E-Mail ID

Primary Cost Cate 3NN

Gateway of Tally ... Finance 51333
Dl;Spl'E'}I' Menu Rohit Sinha FIN 101 45246812492 State Bank of India| Nirman Vihar 5173333  rohitsinha342@gmail.com

Human Resources 38,800.00
Payroll Reports ... Oscar Mita HUM 101 098 |10 Rajiv Chowk 7 800.00| oscammittal290@gamil.com

Statements of Payroll ... P 1 % M6.67 .
T Megha Agrawal PRO 102 13256389612 State Bank of India| Junction Road 32,000.00| meghajb3ag@gmail.com
Pﬂ} 511[' Ritesh Ahuja PRO 101 23564125661 Axis Bank Pitampura 32,000.00, riteshahujal2@gmail.com\

Rohan Kapoor PRO 103 56523645213 HDFC BSA Road 32 416.67| rohankapoor36@gmail.com
Sales 16,200.00
Jai Arara SAL102 23901938502 Axis Bank Link Road 37.250.00| jaiaroral 36@gmail.com
5ing|e Pa‘}: S”p Nikita Maheshwar SAL 101 3636312598 [ICICI Walk Lane 36,950.00| nikita0Tmah@gmail.com
Technical Support 38.513.33

Astha Bhargava TEC 1N 39089724803 HDFC Hunda City 38 573.33| asthall1cool@gmail.com

Multi Pay Slip

E-Mail IDs

Quit

N85




Select Pay Slip == Press (Alt+P) for Print out

Print Report

Printer : Microsoft XPS Document Writer (Ne00:}

No. of Copies H

Print Language : English
Method : MNeat Mode
Page Range @ All

Without Company Address, Without Date Range of Report, Without Page Numbers

Show Vertical Pay Slip 7 No
Show Employee Details 7 Yes

Show Joining Date ? Yes
Show Attendance/Production Details 7 Yes

Show Attendance/Production Groups ? Yes
Display Production Types in Tail Units 7 No
Print Base Currency Symbol for Total 7 Yes

Skylinepvt.Lid

Printing Pay Slip

Report Titles
Pay Slip

Height of PaySlip (inch

Width of PaySlip (inches)

Space to leave on top (default 0.25)
Space to leave on left (default 0.5)

Show Year To Date Values
Show Gross Salary
Remove Zero Entries
for Attendance/Production also
Appearance of Employee Names
Show Authorised Signatory
Show Pay Slip Mote
Show Pay Slip Message

ctrl+ M E

Paper Type : Letter

(Printing Dimensions)

Paper Size : (3.50" x 10.98) or (216 mm » 279 mm}
Print Area : (8.50" x 10.98") or (216 mm x 279 mm}

? No
? Yes
? Yes
? Yes
: Name Only
? Yes
. No
? Yes



Print Out of Pay Slip

Vipul&KabirAg.

Pay Slip
for May-2015

Astha Bhargava

Employee Number: TEC 101
Function ;
Designation
Location

Bank Details
Date of Joining
Earnings
Basic Salary
House Rent Allowance
Total Earnings

. Manager

© 38089724803, HDFC, Hunda City
- 1-Apr-2015

Amount
27,733.33
15,000.00
42,733.33

7,500.00

Amount (in words) -

INR Thirty Eight Thousand Five Hundred Seventy Three and Thirty Three

paise Only

Follow same for other employees
Jai Arora

Megha Agrawal

Nikita Maheshwari

Oscar Mittal

. Ritesh Ahuja

B N —

Gross Salary Deductions
32,000.00 Provident Fund

39,500.00 Total Deductions
Net Amount

acome Tax Mamber [PAN): BRODASSB56U
PF Account Number: DL/1234
ES| Number

© 12345/875/321

Amount
4,160.00

Gross Sala
4.800.00

4,160.00  4,800.00
¥ 38,573.33 ¥ 34,700.00

for Vipul&KabirAg.

Authorised Signatory

6. Rohan Kapoor
/. Rohit Sinha






